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3. Classified IT equipment and electronic medial shall be destroyed 
utilizing one of the following methods: 

a. Overwriting; 

b. Degaussing; 

c. Sanding, or 

d. Physical destruction (mutilation). 

4. The priority for the destruction of classified material shall be 
organized by the level of protection against unauthorized disclosure in 
the interest of national security. 

a. The unauthorized disclosure of TOP SECRET material could 
reasonably be expected to cause exceptionally grave damage to national 
security and should be destroyed first. 

b. The unauthorized disclosure of SECRET material could reasonably 
be expected to cause serious damage to national security and should be 
destroyed after all TOP SECRET material has been destroyed. If the 
command does not possess any TOP SECRET material, SECRET material should 
be destroyed first. 

c. The unauthorized disclosure of CONFIDENTIAL material could 
reasonably be expected to cause damage to national security and should be 
destroyed after all TOP SECRET and SECRET material has been destroyed. If 
the command does not possess any TOP SECRET or SECRET material, 
CONFIDENTIAL material should be destroyed first. 

d. Controlled Unclassified Information (CUI) may be destroyed by any 
means approved for the destruction of classified information. Destroy 
paper CUI using cross cut shredders that produce particles that are 1mm by 
5mm. Destruction of CUI in the form of electronic media can be performed 
by clearing, purging, or physical destruction. 

e. Foreign Government Information (FGI) shall be destroyed in the 
same manner as U.S. classified information of the equivalent level, except 
where otherwise required by international treaty or agreement. 

5. Contact the National Security Agency/Central Security Service 
(NSA/CSS) System and Network Analysis Center at (410)854-6348 or via e­
mail at SNAC@radium.ncsc.mil, to obtain technical guidance concerning 
appropriate methods, equipment, and standards for destroying classified 
electronic media, IT equipment, electronic components, and other similar 
or associate materials. 
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SAMPLE DOCUMENT INVENTORY SHEET 

Subject Document Classification Document Disposition Name/Signature 
Date Control of person 

Number taking action 
Widgets 18 May 09 SECRET 54008 - Destroyed Butler, s. 
required 9236-A- 9249 
for MEU 01 
Deployment 
OPORD 3-08 4 Mar 08 SECRET 34708- Transferred Lejeune, J. 

8064-B- to HQMC 
03 

Hard Drive SECRET 54008-7245-A-06 

Maintaining one spreadsheet per security container allows subsequent document 
numbers to simply continue with the next number. Documents in different 
containers are differentiated by separate container numbers. Commands with the 
same RUC but many different staff agencies with multiple SCPs can simply use a 
separate command identifier. For example, HQMC can use the commonly known 
Department, Division, and Branch identifiers. A document controlled by Security 
Division of Plans, Policies and Operations, controlled on 24 August 2009, in 
container A, document number 01 would appear like, PS-9236-A-Ol. 

Enclosure (1) 



DAY JAN FEB MAR APR 
l 001 032 060 091 
2 002 033 061 092 
3 003 034 062 093 
4 004 035 063 094 
5 005 036 064 095 
6 006 037 065 096 
7 007 038 066 097 
8 008 039 067 098 
9 009 040 068 099 
10 010 041 069 100 
11 011 042 070 101 
12 012 043 071 102 
13 013 044 072 103 
14 014 045 073 104 
15 015 046 074 105 
16 016 047 075 106 
17 017 048 076 107 
18 018 049 077 108 
19 019 050 078 109 
20 020 051 079 110 
21 021 052 080 111 
22 022 053 081 112 
23 023 054 082 113 
24 024 055 083 114 
25 025 056 084 115 
26 026 057 085 116 
27 027 058 086 117 
28 028 059 087 118 
29 029 088 119 
30 030 089 120 
31 031 090 

TABLE-1 
JULIAN DATE CALENDAR 

(PERPETUAL-NON LEAP YEARS) 
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MAY JUN JUL AUG SEP OCT NOV DEC DAY 
121 152 182 213 244 274 305 335 1 
122 153 183 214 245 275 306 336 2 
123 154 184 215 246 276 307 337 3 
124 155 185 216 247 277 308 338 4 
125 156 186 217 248 278 309 339 5 
126 157 187 218 249 279 310 340 6 
127 158 188 219 250 280 311 341 7 
128 159 189 220 251 281 312 342 8 
129 160 190 221 252 282 313 343 9 
130 161 191 222 253 283 314 344 10 
131 162 192 223 254 284 315 345 11 
132 163 193 224 255 285 316 346 12 
133 164 194 225 256 286 317 347 13 
134 165 195 226 257 287 318 348 14 
135 166 196 227 258 288 319 349 15 
136 167 197 228 259 289 320 350 16 
137 168 198 229 260 290 321 351 17 
138 169 199 230 261 291 322 352 18 
139 170 200 231 262 292 323 353 19 
140 171 201 232 263 293 324 354 20 
141 172 202 233 264 294 325 355 21 
142 173 203 234 265 295 326 356 22 
143 174 204 235 266 296 327 357 23 
144 175 205 236 267 297 328 358 24 
145 176 206 237 268 298 329 359 25 
146 177 207 238 269 299 330 360 26 
147 178 208 239 270 300 331 361 27 
148 179 209 240 271 301 332 362 28 
149 180 210 241 272 302 333 363 29 
150 181 211 242 273 303 334 364 30 
151 212 243 304 365 31 
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DAY JAN FEB MAR 
1 001 032 061 
2 002 033 062 
3 003 034 063 
4 004 035 064 
5 005 036 065 
6 006 037 066 
7 007 038 067 
8 008 039 068 
9 009 040 069 
10 010 041 070 
11 011 042 071 
12 012 043 072 
13 013 044 073 
14 014 045 074 
15 015 046 075 
16 016 047 076 
17 017 048 077 
18 018 049 078 
19 019 050 079 
20 020 051 080 
21 021 052 081 
22 022 053 082 
23 023 054 083 
24 024 055 084 
25 025 056 085 
26 026 057 086 
27 027 058 087 
28 028 059 088 
29 029 060 089 
30 030 090 
31 031 091 

APR MAY 
092 122 
093 123 
094 124 
095 125 
096 126 
097 127 
098 128 
099 129 
100 130 
101 131 
102 132 
103 133 
104 134 
105 135 
106 136 
107 137 
108 138 
109 139 
110 140 
111 141 
112 142 
113 143 
114 144 
115 145 
116 146 
117 147 
118 148 
119 149 
120 150 
121 151 

152 

TABLE-2 
JULIAN DATE CALENDAR 
(FOR LEAP YEARS ONLY) 

JUN JUL AUG SEP 
153 183 214 245 
154 184 215 246 
155 185 216 247 
156 186 217 248 
157 187 218 249 
158 188 219 250 
159 189 220 251 
160 190 221 252 
161 191 222 253 
162 192 223 254 
163 193 224 255 
164 194 225 256 
165 195 226 257 
166 196 227 258 
167 197 228 259 
168 198 229 260 
169 199 230 261 
170 200 231 262 
171 201 232 263 
172 202 233 264 
173 203 234 265 
174 204 235 266 
175 205 236 267 
176 206 237 268 
177 207 238 269 
178 208 239 270 
179 209 240 271 
180 210 241 272 
181 211 242 273 
182 212 243 274 

213 244 
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OCT NOV DEC DAY 
275 306 336 1 
276 307 337 2 
277 308 338 3 
278 309 339 4 
279 310 340 5 
280 311 341 6 
281 312 342 7 
282 313 343 8 
283 314 344 9 
284 315 345 10 
285 316 346 11 
286 317 347 12 
287 318 348 13 
288 319 349 14 
289 320 350 15 
290 321 351 16 
291 322 352 17 
292 323 353 18 
293 324 354 19 
294 325 355 20 
295 326 356 21 
296 327 357 22 
297 328 358 23 
298 329 359 24 
299 330 360 25 
300 331 361 26 
301 332 362 27 
302 333 363 28 
303 334 364 29 
304 335 365 30 
305 366 31 

(USE IN 2004, 2008 , 2012 , 2016, ETC) 

D-10 Enclosure (l) 


